CIVIL LEGAL ASSISTANCE OFFICE (CLAO)
Person Specification and Job description for applicants

SOLICITOR
Inverness
£31,480 - £41,050 
(depending on expertise)
pro rata if part-time

Please also refer to the information available for applicants on our website www.slab-vacancies.org.uk, in particular the ‘General Information for Candidates’ attachment which applies to this role (which gives details on the pre-employment checks and main terms which may apply to you such as holiday leave entitlement). This information is provided for guidance only and does not form part of the conditions of employment. Further information about the Scottish Legal Aid Board (SLAB), including who we are and what we do, can be found at www.slab.org.uk. Further information about the Civil Legal Assistance Office (CLAO), including who we are and what we do, can be found at www.clao.org.uk. This website has been updated to explain CLAO’s recently changed focus. Unfortunately it has not been possible to update the SLAB recruitment website with CLAO’s revised remit, therefore we recommend you refer to CLAO’s website rather than the SLAB recruitment website for further background information on the CLAO. 
Brief Outline

We currently have a vacancy for a civil casework solicitor within the Inverness Office of our CLAO service and will consider newly qualified applicants (with relevant areas of interest/skills) as well as candidates with further experience and specialisms. This appointment is permanent. A 6% contributory pension scheme is in operation, the terms of which are in line with public service pension schemes. 

The successful candidate will be expected to travel across the Highland and Islands and Moray areas. All solicitors may be also be expected to travel to Argyll and Bute, Aberdeen and/or Edinburgh from time to time and to generally cover work across the network of offices in accordance with the needs of the business. 

This role is full-time, however we may consider applicants on a “near to full-time” basis depending on the proposed work pattern. If applying on a part-time basis, please give details of the number of hours and pattern of part-time work you would be interested in. Further information is supplied in the ‘General Information for Applicants’ document.   

Successful candidates will be subject to SLAB’s standard security checks which includes the requirement for a PVG Clearance from Disclosure Scotland. Further to SLAB’s standard security checks, due to the nature of this post, successful candidates will be required to complete and pass additional security checks.

Background to the Job

The Highland and Islands office based in Inverness is part of a network of four offices in Scotland set up by SLAB. We provide services to people living in Highland, Moray, Western Isles, Orkney and Shetland. We employ solicitors and business support staff to help people with civil legal problems. We do not deal with criminal law.

Broadly speaking, as of 15 May 2017 our focus has been on helping clients with case types identified as being a priority for our area and in which our solicitors have developed expertise, i.e. a targeted social welfare legal service. 
As the CLAO works closely with the local legal profession and other advice providers to maximise the advice services available to members of the public, our solicitors are also involved in some referral, second tier advice and training provision.
The Job

· Providing proper, appropriate, timely and independent advice and representation to persons experiencing civil legal problems which fall within the CLAO’s remit
· Assist in the formation of effective links and referral mechanisms with solicitors in private practice and other partner agencies in the advice sector 

· Provide training, guidance, information and opinions to partnership organisations as required
· Contribute to national policy development on access to justice and unmet legal need 
Main Duties and Responsibilities

(a)
Represent clients in civil legal assistance cases in accordance with all professional and ethical standards and obligations to provide:

(i)
A quality assured service

(ii)
In an effective and efficient way

(b) 
Attain proper standards for carrying out work, recording the carrying out of work and other performance recording requirements; and participate fully in SLAB’s performance review process

(c)
Assist in the development of the service infrastructure; and contribute to the development and implementation of practices and procedures, to ensure maximum efficiency and effectiveness of the service. 
(d)
Assist in providing effective peer support and guidance to colleagues where appropriate and as required 
(e)
Assist in the development of useful and effective working relationships with solicitors and other agencies, for example Citizens Advice Bureaux (CABx) 

(f)
Contribute to the development of effective referral mechanisms with solicitors, and with other agencies

(g)
Assist in the provision of second tier advice and training to the advisers of partner agencies

(h) 
Assist, as appropriate, in the development of policy and research related to social welfare legal issues
(i)
Assist in the preparation and presentation of useful information and training for members of the profession, partner agencies or outside bodies on the operation of civil legal assistance or other relevant topics

(j)
Represent SLAB (where appropriate) in relations with outside agencies

Communications

Internal: 
All staff, i.e. Head of Service, Head of Office, civil casework solicitors and administrative/secretarial support;

Regular contact with colleagues in the Scottish Legal Aid Board (Policy and Development Department, Legal Services)

External: 
Solicitor/client relationship with members of the public; 

Regular contact with the legal profession, in particular solicitors undertaking work under civil legal aid;

Regular contact with the Courts in the normal course of acting as a civil solicitor;

Depending on the role, regular contact with advice and support agencies, e.g. CABx, or partner member organisations or networks
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Essential Criteria
The following competencies are key to performing the job successfully:-

· Existing civil court experience is preferred 
· Knowledge of the civil justice system and legal aid legislation
· Experience of working within the financial framework of civil and children’s legal advice and assistance and legal aid schemes
· Knowledge and experience in general of civil legal assistance work

· Highly developed communication, facilitation and influencing skills

· Experience of working with vulnerable client groups, for example women experiencing domestic abuse, people experiencing mental health problems, children or offenders. 
· Knowledge and experience with the use of IT in a day-to-day legal context, including use of email; the Internet; Word; Excel; time and case recording; and word processing

· Excellent judgement in conducting business with clients and other external relationships

· A current, valid driving licence 
· Excellent legal research skills

· A willingness and ability to travel (including as far afield as Argyll and Bute, Aberdeen, Edinburgh and across the Highland and Islands during busy periods) 

· Well organised, with the ability to work well under pressure whilst dealing with often emotive and urgent casework 

· Ability to work independently, seeking assistance and guidance from peers and managers appropriately
· Ability to identify with clients and key contacts and build effective relationships with them

· Ability to communicate sensitively with and assist distressed or vulnerable clients, for example those experiencing domestic abuse or those with mental health problems

· A proven ability to explain legal concepts to non-legally qualified advisers

Qualifications

· An enrolled solicitor with (*normally) a full, post-qualified and unrestricted practising certificate from the Law Society of Scotland 

*Normally a full practising certificate is required, but we may consider a restricted practising certificate depending on the circumstances surrounding these restrictions

Desirable Criteria 

· Knowledge and experience of any or all of child law, debt and diligence, family law, mental health law, housing law and social welfare law 

· Experience of working within the financial framework of civil and children’s legal advice and assistance and legal aid schemes
· Law centre experience

· Experience of working in rural communities 
· Experience in or knowledge of voluntary sector advice provision

· Experience in providing training 

· Experience of equalities and diversity

· Robust IT skills including the ability to use IT to self-generate work material effectively and efficiently
Additional Competencies 

In addition to the specific competencies listed above, the following core competencies for Grade 5 and 6 roles within SLAB and the CLAO are also key to performing the job successfully:-
Self awareness 

· Responsible for personal behaviour and is accountable for own actions, health and wellbeing

· Aware of personal strengths and takes pride and responsibility for performance at work and is responsive to constructive feedback

· Adaptable and embraces new ways of doing things, contributing ideas and energy to continuous improvement

· Takes control of personal and professional development, actively managing own Personal Learning Plan as well as supporting the development of others when needed


Communications and engagement  

· Engages and is credible with stake-holders and is connected to a range of internal and external networks

· Communicates clear & creative ideas that meet the needs of a range of audiences, ensuring objectives & outcomes are achieved

· Produces concise, clear, well structured written work using SLAB guidance

· Considers and communicates the impact of decisions on wider policies and programmes

Improving Performance 

· Demonstrates ongoing use of relevant performance improvement tools and techniques including skills development

· Adapts quickly to fit skills and resources to changing circumstances and expectations

· Applies risk management principles to decision making and controls opportunities and threats to achieving objectives
Analysis and Use of evidence 
(in the context of legal casework, second tier advice services and triage work)
· Use evidence to assess measure and evaluate projects and policies, considering the impact on other policies and government outcomes

· Engages with analytical specialists at appropriate stages of policy and programme development

· Interrogates analytical and management information to draw out key messages and findings to support decisions

· Organises and collates robust information from a variety of sources in decision making, sharing knowledge and information across the wider system

Financial Management 
(in the context of legal casework, second tier advice services and triage work)

· Uses accurate and relevant financial data to create objectives and targets relevant to budget responsibilities

· Takes responsibility for the monitoring and controlling of expenditure

· Understands & applies the principles of Budgeting, Financial Management & Resource Accounting outlined in the Scottish Public Finance Manual

· Maintains regular contact with relevant finance staff, and knows when to seek advice from audit, risk, and procurement and finance professionals

Team work 

· Knows and understands the contribution the team makes to SLAB’s performance,  and Operational Plans

· Can be relied on to deliver agreed personal objectives and is aware of how their work connects with the work of others

· Builds networks and maintains good working relationships with colleagues, valuing their diversity and contribution and is open to different points of view 

· Contributes views, ideas and experience to improve the team’s performance, offering and/or seeking practical help when necessary
Information Management 
· Uses a range of corporate systems and is aware of security and organisational procedures

· Accesses, manages, stores, retrieves information through effective use of SLAB Information Systems

· Shares and presents information of all kinds in an appropriate format accurately and on time

· Contributes to the continuous improvement of Management Information Systems

Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Starting Salary 
This job is graded as Grade 5 or 6 depending on whether or not the successful candidate has 
exceptional skills and expertise relevant to the role coupled with specialist expertise in an area
that could be used to develop the role and the Service as a whole.
Candidates with less developed expertise may be appointed at Grade 5 level with a starting salary  
of at least £31,480. (The Grade 5 salary band has a scale minimum of £28,410 and a maximum 
salary of £33,520). If sufficient skills and expertise are developed, consideration may be given to 
straight-through re-grading to Grade 6 after 2-3 years. 

Salary:

	Grade 6(Assistant Manager / Junior Professional)

	
	Salary Scale

August 2017
(£)

	Band Min
	34,780

	
	36,880

	
	38,550

	
	40,060

	Band  Max
	41,050


Starting salary in grade 6 will normally be the bottom of the pay band. Providing your performance is good you will progress to the top of the pay band within approximately 4-5 years.
These figures are based on SLAB’s current pay position which was to cover a one year pay period from 1 August 2017. However, our pay position will now be reviewed again from 1 April 2018 and annually thereafter. Any future salary increases, either as a result of pay progression within grades 5 or 6, or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s own pay policy; and are therefore currently undetermined.

Working Pattern

The standard working week is 37 hours in total with an unpaid lunch break of 36 minutes each day during CLAO opening hours (9am to 5pm). However, due to the nature of these positions, solicitors will be required to work such hours as the business dictates for the proper performance of their duties. This may involve, for example, travelling outside normal business hours (9am and 5pm) and at weekends or public or privilege holidays. No additional pay or time off will be permitted for this necessary work. Flexible working may be available and is determined by the relevant Head of Office in consultation with the Head of Service as necessary.
Other Information

In terms of essential travel, solicitors will receive the appropriate travel assistance & expenses related to this as considered appropriate by SLAB. This may include access to a SLAB-leased car allocated either on an individual or pool car basis. Such provision on the basis of business need will be subject to review at any time, particularly following significant changes in the post or to travel patterns; and does not form part of the contract of employment.  
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